1-DAY SAFETY AUDIT PROCESS FLOWCHART

We will always audit against HASMAP Leadership element, although other element(s) will change every two years.

Notify Faculty Operation Officer Discuss with FSS areas of concern
(FOO) and Faculty Safety staff (FSS) prior to talking with HoD - or set up
___ofannual audit schedule . HOD scoping meeting
Review and update of
iil:]zgglgn:dgz:;g: Send e-copy of Code of Practice (CoP)
’ Explain how audit HASMAP Concerns,
to College HSE is going to be documents and Assets,
Committee (Jan/Feb) conducted using process flowchart Business risks, Organogram
HASMAP > to Department Unknowns, Records of locally delivered
Interfaces training
Meeting with new HoD Records of centrally delivered
(where there is change of HoD) Focus areas training (e.g. those generated
Send the following to new HoD: Discuss and Interviewee list for dept H&S committee)
- latest audit report and management response HoD scoping meeting agree on the Local rules (if differ from CoP)
- HASMAP audit process flowchart following: Inspection itinerary
- USHA leadership document . ) ) Three most recent sets of
o Immediate Timetable scheduling ; .
- HASMAP principle document access to minutes from:

Department Audit logistics e.g. venue, Dept H(.&S committee meeting
. : . (or equivalent);
intranet to ensure date and time, arranging X )

. ) . . Staff, teaching committees, and
timely document timetable, interviews and v other meetings wher
review inspections any o .e ce .gs ) ere

safety is a standing item
Termly inspection reports
. Request access to dept’s (samples from different areas
Pre-audit Information gathering and online database, locally kept ____within the department)
preparation > document review > records and shared drives
Confirmation of received and \ ?iSk a:jg;essrrlents (sar.rgﬁ.lesth
outstanding documents drgpr:;rtlmgget;] areas within the

Interviews (45min followed by

Audit day 15min interval per session) Past safety audit reports
> \L (internal or external)
Audit observations /
A inspection SALUS reports (for the past
three years)*
HoD and DSO debrief (if time Send finalised HASMAP Report H&S risk register (not
Post-audit permits) Send draft and Corrective Action Record Empirical)
brainstorm HASMAP (CAR) to Department for
Corrective Action management response;
Record (CAR) to distribution list will include HoD
Department for and cc to DSO (or equivalent) Department - returns its management
comments on and Safety Department Audit response to Audit Team within six
Audit write-up error/omissions Team weeks

Prior to HoD review meeting with College

Safety Auditor (6-12 months after

submission of HASMAP Report and CAR):

Department sends auditors:- Progress

report based on CAR, which must be College Safety Auditor

signed off by HoD; Evidence that audit review meeting with Department returns list of

report has been circulated/discussed by HoD (within 6 - 12 completed actions, Set up meeting for future

Department (such as relevant department months of audit) to documentary evidence of audit and explain

H&S committee meeting minutes) close out HASMAP CAR closed out actions indicators involved

*These documents will be obtained by the Safety Department Audit Team. Notes in green require actions/inputs from department.
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